25X1

25X1

25X1

M —

— Ao d D
selarerd Llgpddy

Approved For Re‘lsase 2&9508/05 : CIA-RDP§6—0621 3AQ,Qi0200050003-6;5-"

RFFERTNCE ¢

/VF/DE,.- -
NTigy i 27 195

I
Assistant Director for Commnications -

* Chisf, Management Staff

Disposition of Signal Center Coples of Teleconfersnce Messages

IYou:' nemo of 22 April 195k and attachment from| | 25X1

bf 2 April 195k

1., Your office furnishes teleconference facilities between
and Headquarters for the Office of Scientific Intellie
gence, DfTice of Current Tntelligence and Eastern Eurcps Division

. af TDP, Seven copies of messages transmitted through these

facilitiss are prepared; six coples are furnisted the using office
and ons copy is retained by the Signal Center, The rstained copy
sppears to possess limited administrative valus and needs to be
kept only & relatively short period of tims to meet the needs of
the Center, Tt is the responsibility of the appropriate using
office to maintain the action or informational coples of these
MeSBRIAS,

2, General Records Schedule No, 12, item No. 3(a) grants
authority to desiroy copies of messages retained by wire and wire
less services after & months, It is recormended that this authority
be applisd to coples of telsconference messages rstained by the
8ignal Center, In order to eatablish a systematlc disposal proce-
dure, the following is suggested:

Maintain & six month level of teleconference massages in
the Signal Centerj thereafter, destroy the earliest month
upon receipt of the latest month,

3, FProm a records viewpoint it is not neceasary or advisable
to archive subject material.
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